e ¥

Approved For Relggse 2001/08/17 : @WS?-O%MROWOOGO
Security Information

25X1A
PERSONIEL DIRECTO. “IEIIORAIDUI NO, -

23 DEC 1952

SUBJICT: Reassignment and Separation of Personnel

1. ature of ’rogram

A policy has been enunclated for the reassigmient or possible
separation of personnel when their failure to give satisfactory performance
results from a cause other than a kind of incompetence which may reasonably
be expected to be repeated in a future assignment. This policy, declared
on 21 Hovember 1952 in the attached memorandum by the Deputy Director (Ad-
ministration), is in addition to existing policies and procedures for supe re
visory guidance, training, separation or other administrative actioas. It
has applicability when such courses of action have been properly considered
and deemed inappropriate,

Special emphasis is to be placed upon the reassignment of such iadi-
viduals because of the continuing aim of personnel placement in CIA to match
each individual with a position most suitable to his abilities, skiils and
capabilities.

The procedure contained in this cersonnel Director ilemorandum fo
giving priority consideration within the Personnel Office to the reussiznment
of individuals {s predicated upon the following conditions obtainin s

&. The individusl concerned cannot be appropristely reassigned
within the office concerned; and

b, The individual's unsatisfactory performance results from
causes which are not reasonably expected to recur in an adequate futwre
assirmment.

2. Leplacement Loster Foldera

A Replacement lLoster, consisting of folders containing informaticn
on individuals released under this procedure, will be maintained in the Per-
sonnel Office, as provided in paragraph 5¢, below, Normally, individuals
will not be carried on the Feplacement lioster in excess of 90 days.,

3., Jurisdiction over Individual during Reassignment Period

At the same tirme an individual is released for reassignment, the
official initisting the action will make arrangements for his physical loca-
tion and temporary assignment during the period pending reassimmment action.
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The individual will remain under the Jurisdiction and control of the relei.sing
office until reassignment or termination is effected, and will not be mad:: the
responsibility of the lersonnel Office,

hs Triel Period for Individuals Reassigned

. Lach individual rssssigned as a result of referral from the Re-
placement Roster will serve a trial pericd, not to exceed six months. If the
office to which the individual is reassigned is not satisfied with his pe1-~
formance at the campletion of this period, action may be taken to saparate him,

5. Intornal Cersonnel Office Procedure
a, Initistion of Remssigmment Action

(1) Bach case will normally be assigned to the placament
officer servicing the organization which has initinted the re-

assigmment request.,

(2) The placement officer will thoroughly review the qualifi~
cations and service record of the individual concerned and confer
with the official originating the resssignment request and the i di~
vidual concerned in order to determine the factors resulting in
the requeat (See paragraph L of Attachnent),

b,  Preparation of Replacement Roster TFolders

(1) The placement officer will prepare two Replacement Rosher
Folders, each of which will consist of the following documents:

. (a) & copy of the memorandum requesting reassigmment
and the evaluation prepared by the requesting officisl.

(b) A copy of the Employee Summary Worksheet (Form
37-184) on the individual concerned, brought complstely up
to date. In each case where the Placement Branch has a
Surmary Uorksheet on file, the information contained thereor.
will be included on the Summary Uorksheets prepared faor the
Replacement Roster Folders.,

{c) Copies of a resume prepared by the placement
officer including the age, merital status, education, work
experience, general background and performance of the indi-
vidual. Normally the resums will be consolidated to 4 singla

the Replacement Roster Folders for distribution to each place~
ment officer in the respective /lacement Branches (Overt and
Covert), At least two copies will be furnished to the HMilitary
Jersomnel Division and copies will be transmitted to the Career
Service Doards concerned, when appropriate.
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(2) A suspense date, ninety calendar days from the date of
distribution of the Folders, will be typed on the tabs «f the
TFolders as follows: Suspense Date: .

(3) All Folders will be stamped "Peplaccment Roster."
Stamps will be provided for this purpose.

(4) The two Folders will be transmitted to the Chief, Plsce-
ment Branch no later than the fifth working day after raezeipt of
the reassipnment request by the Personnel Division, -

c¢. lfaintenance of IPeplacement Roster

A complete Replacement Roster consisting of all curient Re-
placement Iloster Folders will be maintained on file by both Chiefs,
Personnel Placement Branches (Overt and Covert) as provided below:

(1) Upon receipt of the two Replacement Roster Folcders from a
placement officer on his stal{f, the Chief, Placement Branch will file
one Folder in his Replacement lioster and forward the other Folder to
the Chief, Placement Branch (Overt or Covert, as appropriate) for
inclusion in the other Heplacemoent Roster,

{2) The Chiefs, vlacement Branches will immediately distribute
to each placement officer under their jurisdiction & copy of the
resume transmitted in the Folder, supplemented by such adiitional
information from the Folder as deemed appropriate.

(3) The Chiefs, Personnel Placement Branches {Overt and Covert)
will establish and maintain such internsl procedures as are necassary
to give priorities to these cases for reassiynment and to maintain
the Replacement Roster in a current and accessible manner.

d. Referrals

(1) Every effort will be made b: placement officers to effect
reassipmment of these individuals. It will be standard practice to
compare each recruitment request and notice of vacancy aeinst the
qualifications and evaluations of individuals in the Replacement
Roster when considering other Agency ~ersonnel, and before considering
individuals in process for employment or outside recruitmeat for the
position.

(2) Zach aperating official to whom an individual is referred
from the Replacement hLoster will be given the history -f tie em-
ploynent, qualifications and evaluation of the emiloyee., In addition
the Official Persornel Tolder of the individusl will be made evail-
able to interested offices, after appropriate sterilization for
gecurity reasons.,
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(L) In cases when it is evident that the individusl is fully
qualified in al1 respects for the position and when the Personrel
Division coneerned is unable to negotiate an acceptance of the indi-
vidual referred because the individual is on the Replacement Hester,
the Chief of the aopropriate Personnel Division will prenare a
memorandum for transmittal to the Assistant Director or Jffice iead
of the unit concerned, requesting acceptance of the individual,

The memorandum will be sent to the Office of the Personnsl Direztor
for the simature of the Assistant Director ( Persomnel). The mame
orandum will be accompanied by all records and documents on the essa.

(5) TNotations of placement activity and referrals will be
made on the Employee Surmary Vorksheets in the Replacement Roster
Tolders maintained by each Personnel Division,

a, frocadure V“hen Reassig_t_rguant is Effected

(1) The gaining office will be instructe. to initiete action
by preparing and submitting the Standard Form 52 in accordance with
existing proceduras.

{2) The placement officer servicing the organization to which
the individual is reassigned will offar continuing guidance to the
individual and his supervisor. The placement oificer will conduct
periodic follow.up interviews ¢+ 8t least at the end of the third and
sixth months respectively, with both the individual and tae super-
visor. Remedial programs will be proposed for the specific problanms
encountered.

(3) In case the gaining office deems the individual‘s per-
formance to be unsatisfactory at the end of the trial period, it
will be advised %o take a ropriaste action pursuant to the Provi.
sions of CIA Notice ﬂ

fs Procedure Vhen seassiomment 15 "ot Lffected

In those cases when reassigmment is not effected witkin the 90

day suspense period the following procedures will be observed,

(1) The Chiefs, Placement Branches will return the FEeplace-
ment Roster Folders to the »lacement officer who oricinated the
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to a position at that time, the placemsnt officer who initiated
the Folder will be informed verbally of the reasons for delay in
returning the Folder. In such cases every effort should be nade
to conclude the referral within an additional five day period. If
this cannot be done the initiating office will be advised when the
action on the referral will be concluded.

(2) The placement officer who initiated the Folder will pre-
pare & memorandum to the office which initiated the reassignment
request indicating the efforts made to reassign the Individual and
the results of this activity. In addition the memorandum will ine
clude appropriate co.ment and advice to the operating offics con~
cerning su.sequent action that it can initiate with regard ic

25X1A separation sser adminietrative action. References to CiIt
Notice sheuld be cited when applicable. The menorandum
will be sent to the Office of the Persomnel Director for the
signature of the Assistant Lirector (Personnel).

g+ Lisposition of Replacement Roster Folders

Upon termination of Personnel Office activity to reassign the
individual, the documente will be consolidated in one Folder. The Folder
will ba retained by the placement officer serving the office to wnich tue
individual was sent in the awsnt of reassignment, or by the placoment
oificer serving the releasing office in case reassigmment is not effectd.
Subsequently, the combined Tolder will be transferred between :luacement

officers, whan appropriate, pu the procedures prescribec in
Personnel Director iiemorandum Transmittal of Employee Summar:
«orkshects, dated 12 December 1952,
6. FKeplacement Roster Frogress Report
3. The Chiefs, Flacement Branches (Qvert and Covert) will each
subrdt a weekly procress report to tne Deputy Personnel Director, who
will act as coordinator of tiais procadure.
b The report will:
(1) Identify the individudson the Replacement Roster b, name,
gTrade, their most recent job title, and organizationy
(2) Record placement activity for each individual, ineluding
referrals, rejection of referrals, and other "shopping?® activity: znd
(3) 1Indicate the current status of each individual as »f the
end of the reporting week, and any pending actions or proposils.
25X1A
HLOX
Director
Attachment -5~
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